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Chief, Gemeral Services Office

Chief, Recoris Services Division

Activity Reports for the Records Sarvices Division

1. There are attached reports for the weeks ending 31 December
and 7 Jsnuary, reflecting progress in each area of the Records
Manegement Program. There is mleo attached the monthly report for
December 1953.

5. A review of these reports imdicates the folloving items
which are of particular sigaificance:

a. Records mamagement surveys are continuing without
airriculty in the Medical Office, 0ffice of (emeral Counsel ani
¥BID. Some "fles have already dbeen roti{vred to the Records Center
from the Medical Office. The survey of FBID has progressed Lo the
point where the establishment of official Tile stations is now
beisg proposed to that Divisiom. 578 linear feet of records have
been imventoried for the Jeseral Counsel's Office. A records control
schedule has beex preparsd and agreed to by the Medical Office.

b. A bandbook is wow i process om the dispositiom of
Agency records.

e. As of 1 Jemuary 1954, there were 953 mctive Agemcy
forws. An up-to-fate index of Agency forms is being prepared through
the use of the pumch card method., This will permit idemtification
of forms by mumber, fusctlom and title. It is proposed to use this
mechanized wethod to prepare imdices for the use ol each Ares Records
Officer. By this method, we will assist the Aves Records Officers
in sdvisisg them of forms mov im use which may be used ari theredy
eliminate the development of duplicate omes.

4. A vevised method for the preparation of the next
guarterly Ageacy T7/0's has been agreesd to by the Personnel Office.
e will imclude an imdication of the {mcumbent of emch position
and thereby give the Persomnel Office and operatimg offices position
control records, This mew procedure will spply to all offices in
the DD/A amd DD/I groups for the mext quarter. 'The DD/P group will
be comverted at s later dete. Effective § Jamuary 1954, the work
reporting system for the Printing amd Reproduction Divisiom was cOR-
verted t0 the pumch card method.

e. A schedule for the deposit of Viial Materials Tor 081
has been agreed to and adopted.

£. A staff stuly on the Writer's Guide is im process of
wation. It wes Atscussed with the Director of Training who has
sgreed that the Oemersl Bervices Office has responsibility im this .
ares. 'The Reports Mamagement Program, agreed to by the Office of
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Couptroller zome time ago, has been delayad becsuse thet office

wow wants to coordinate the Progras intermally with several psrsoms
kafore adopting 1%, Tuls hasz required the preparatiorn of additionsl
copies of our propozal.

wajor items with respect to comvertimg | | 25X1
25X1 ﬁaww&s Center opsration have beem completed. With
erection o7 the secon? 100 usits of steel shelvimg, the total

eapacity of the Cester 1s wow 18,948 cu. ££. We now have in tbe Center

10,993 cu. ft. of records, leavimg available 7,955 cu. ft. for future

expansion, Reference requsets for recorde in the Center showed a

merked imerease over the previous womth. Am exsminstion has been

mede of a1l meterial in the Recorlds Center and, as s result, 100

cu. ?s.rﬂf non-record material cem be elimineted and will be dis-

poeed of,

h, The Office of Traianing hes reqguested Im&ll
proposed filing syatew which has been prepared hy 25X1
Actisg Area Records Officer for that office. As & resuly, the

systenm proposed Por the Office of Traiaing will be revised to bring
it more in lime with the proposed Agency filimg aystem. The Office
of Training has requested that we perticipate with them in Jescribing
the proposed Ageucy filing system to three groups of Agency parsonnel
scheduled Tor the clerical trainmiasg courses o be held iz January

ard February.
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